





BOSS NIGHT DINNER of COLUMBUS CHAPTER 
Part of the banquet scene when 82 Columbus secretaries 
entertained their bosses at dinner. Prominent in the right 
foreground, second from the front, is Thomas J. Herbert, 
Republican candidate for Governor of Ohio. 
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The Termiles 
Craul Again 


This world is full of imitators. There is the 
innocent imitation of the infant, who learns by 
imitating its elders. In contrast, there is the 
dishonest imitation of some adults, who, unable to 
spawn in their own shallow minds a creative 
thought, imitate those whom they envy. Fortu- 
nately, the world still gives its plaudits to the 
originals, not the imitations. Who can dispute that 
the priceless paintings in the Louvre are more 
valuable than the cheap prints of those same pic- 
tures in the 5-and-10 cent store? 


Like all great organizations, NSA has its imi- 
tators. But let us remember that NSA is the 
original . . . that it is tried and true . . . that it 
has survived the vicissitudes of war . . . that it 
has withstood the spotlight of investigation 
and that today it stands on the threshold of its 
greatest expansion. Its imitators, soured in their 
own vinegar and seeking to DESTROY before 
trying to BUILD, can deny these facts only by 
resorting to falsehoods and other forms of vicious 
misrepresentation. BUT BE NOT DECEIVED! 
Pull back the curtain and you will discover that 
behind the professed idealism of these imitators 
is an interior of hypocrisy motivated solely by 
personal ambitions to be what they themselves are 
not. For proof, watch for their follow-up . . . 
the inevitable ‘‘tap” for funds with which to grind 
their own selfish axes. Therefore, even if you are 
only one lone voice in your chapter, write to us in 
confidence concerning any attempted sabotage by 
these imitators and we will send to your com- 
munity any number of registrars necessary to 
build there an NSA chapter which in size and im- 
portance will dwarf any cheap imitation as ma- 
jestically as the planet Jupiter dwarfs a child's 
marble. 


The tree sheds its leaves, but the sturdy trunk 
remains to sprout new foliage long after the leaves 
are ground into dust. The mountain casts off its 
glaciers, but the mighty peak remains to gather 
fresh snows long after the glaciers have washed 
into the sea. This world of ours erupts its vol- 
canos, but old Mother Earth remains to grow 
golden grain in the sweet soil of what was once the 
volcanic ash of just another internal disturbance. 
So it is with your NSA . . . because NSA is right 
. . . because NSA is clean . . . because NSA is 


good . . . because NSA is eternal ! 


GEORGE R. TURNER 
Managing Director 


The editorial appearing above appeared originally as a 
bulletin to all chapter presidents several months ago. It is 
reprinted here for the benefit of new chapters installed since 
that date, and also for the benefit of old chapters which at 
the time were inactive because of summer vacations. Its 
purpose is to warn all members against the piracy of the 
insignificantly few but vicious saboteurs within our midst. 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% 
to 25% have been arranged for all secretaries wearing 
a emblem or presenting an NSA membership 
card. 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Collorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 


Here NSA members may meet other members from 
other cities. Here are vacations combining thrift and 
pleasure. Here work is forgotten for frivolity and fun! 
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St. Paul, Minnesota: for its hospitable enter- 
tainment of the Fargo, Duluth, and Minneapolis 
chapters at a district meeting highlighted by the 
visit of National Vice-President Clara Krueger. 


San Antonio, Texas: for the artistic cover on 
the September issue of CATCH HO, one of the 


month’s best bulletins. 


Kansas City, Missouri: for Heart of America 
Chapter’s gay Boss Night Dinner, one of the 
stunts at which was auctioning a pretty secretary 
to the highest bidder among the bosses. 


Greeley, Colorado: for its top-notch bowling 
team, victorious in its first league contest. 


Salt Lake City, Utah: for the pleasant dinner 
meeting at which Zaz Vorka and Jeanne McGhee, 
of the Zaz Vorka Modeling School, discussed 
“The Art of Makeup.” 


Charleston, West Virginia: for the attractive 
place cards, each in the shape of a typewriter, 
gracing each plate at its Boss Night Dinner. 


Springfield, Missouri: for the festive dinner 
meeting at which Dr. Gentry, the magician, cap- 
tivated his audience with almost unbelievable feats 
of legerdemain. 


Evanston, Illinois: for the first issue of THE 
TATTLER, one of the best new bulletins of the 


month. 


Gary, Indiana: for the interesting dinner meet- 
ing at which Mr. Kenneth R. Miller, executive 
secretary of the Lake County Tuberculosis Asso- 
ciation, discussed ‘Public Health in the World 
Today.” 


St. Louis, Missouri: for the elaborate prepara- 
tions it has made for the NSA Missouri State 
Convention to be held in St. Louis November 
23-24. 


Evansville, Indiana: for the instructive dinner 
meeting at which Mr. Gordon Thompson, avia- 
tion editor of the Evansville PRESS, talked on 
‘“Down-to-Earth Aviation.” 


Kansas City, Missouri: for the pretty new uni- 
forms of Westport Chapter’s bowling team— 
green blouses with red lettering, and red socks. 


IN THE SPOTLIGHT 





Denver, Colorado: for the gay dinner meeting, 
attended by fifty-two members to welcome five 
transferees from the Cheyenne chapter. 


Topeka, Kansas: for the merry picnic at which 
it entertained its sister chapter of Lawrence, 
Kansas. 


Anderson, Indiana: for the gay dinner meet- 
ing at which Mrs. Elizabeth Patrick, fashion co- 
ordinator of the L. S. Ayres Company of Indian- 
apolis, gave a fashion review of “What the Well 
Dressed Business Girl is Wearing.” 


Winston-Salem, North Carolina: for selecting 
as its first project a Refresher Course for Sec- 
retaries, a review of the too often forgotten funda- 
mentals of secretarial science. 


Cleveland, Ohio: for the excellent dinner meet- 
ing at which Mr. Charles J. Ewald, president of 
the World Trade Association of the Cleveland 
Chamber of Commerce, talked on “South 
America.’ 


South Bend, Indiana: for the warm brown 
tone of the artistic cover of its bulletin, FLOW- 
ING THOUGHTS, as autumnal as an Indian 


summer sunset. 


Battle Creek, Michigan: for the first issue of 
THUMB PRINTS, bulletin of a chapter clev- 
erly named Michigan Mittens. 


Lexington, Kentucky: for the instructive dinner 
meeting at which Mr. John P. Crosby, prominent 
attorney, spoke on “The History of Lawmaking 
Procedure.” 


Huntington, West Virginia: for the first issue 
of HUNT-WEVA NEWS, and especially the 


interesting travelogue published therein. 


Bay City, Michigan: for the gay card party and 
style show, part of the financing of which was a 
popular raffle resulting in the sale of 1,000 tickets. 


Chicago, Illinois: for the generous gifts in the 
packages sent to its adopted Dutch family in war- 
ravaged Holland. 


Wichita, Kansas: for its September Songfest, 
at which special emphasis was given to the cor- 
rect manner of singing OUR NSA. 


(Continued on Page 4) 
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(Continued trom Page 3) 


Decatur, Illinois: for its brilliant Second An- 
niversary Dinner, at which Freda Combs, guest 
speaker, discussed ‘‘Relaxation and Recreation.” 


Amarillo, Texas: for the Halloween cover on 
the October issue of its bulletin, THE TUMBLE- 
WEED, as eerie as the ghosts and goblins of the 
Hallowed Eve itself. 


Seattle, Washington: for the gay cocktail party 
given by National President Irene Nelsen in hon- 
or of visiting members of the Portland, Oregon, 
chapter. 


Sioux City, lowa: for having obtained in the 


Sioux City JOURNAL-TRIBUNE the best’ 


newspaper feature story of the month. 


Oklahoma City, Oklahoma: for the delightful 
dinner meeting at which Mrs. Mary Jo Hisel, the 
guest speaker, reviewed John Homer Miller's 


book, TAKE A LOOK AT YOURSELF. 


Mason City, Iowa: for continuing to print in its 
bulletin, CORN TASSELS, the best poetry each 


month. 


San Francisco, California: for the interesting 
dinner meeting at which the Standard Oil Com- 
pany of California entertained with colored mov- 
ing pictures of Latin America. 


Tulsa, Oklahoma: for its sponsorship of weekly 
night classes in English Grammar every Monday 
evening and Public Tesshine every Thursday eve- 
ning at Central High School. 


Asheville, North Carolina: for the first issue of 
its bulletin, ACONSA, a name coined by using 
the first letter of each word of Asheville Chapter 
of National Secretaries Association. 


Yankton, South Dakota: for the two clever 


songs, BUSINESS MEN and SECRETARY, 
published in its bulletin and sung at its last din- 
ner meeting. 


Richmond, Indiana: for the impressive dinner 
meeting at which National Registrar Jacquie Ben- 
nett introduced the new members added to the 
chapter recently. 


Fresno, California: for the very newsy issue of 
its bulletin, THE GRAPEVINE, the cover of 
which depicts the grapes of the famed San Joaquin 
Valley. 


Minneapolis, Minnesota: for its gay Founder's 
Day Banquet, at which the newly elected officers 
of the chapter were installed. 


Saginaw, Michigan: for the first issue of SAGI- 
SEC, a contraction of Saginaw Secretaries, the 
best new bulletin of the month. 


Junction City, Kansas: for its impressive Boss 
Night Dinner at which Mrs. Laura Rohrer Bau- 
man, prominent attorney, spoke on ‘““What a Boss 
Expects of His Secretary’, and at which Mr. H. 
W. Harper, county attorney, spoke on behalf of 
the bosses and guests. 


Los Angeles, California: for the ambitious pro- 
gram it has planned for the first NSA California 
State Convention, to be held in Los Angeles on 
2-3 November. 


New Orleans, Louisiana: for the delightful din- 
ner meeting at which the guest speaker was John 
Lester, inimitable columnist of the New Orleans 


ITEM. 


Muskegon, Michigan: for the first issue of its 
bulletin (yet to be named), shaped to resemble a 
stenographer’s notebook. 





WE WELCOME 


Reno, Nevada—Installed September 29 by reg- 
istrars Edith Martin and Lillian Adams. Officers: 
Jean Wilcox Carr, president; Ruth Foster, vice- 
president; Genevieve Moran, corresponding sec- 
retary; Maxine Stevens, recording secretary: 
Dallas Malone, treasurer. 


Cincinnati, Ohio—Installed October 10 by req- 
istrars Hazel Campbell and Jacquie Bennett. Offi- 
cers: Rosemary Cottingham, president; Margaret 
Ward, vice-president; Ellen Holz, corresponding 
secretary; Ruth Kelley, recording secretary; Mari- 
an Dally, treasurer. 


Los Angeles, California—Installed October 3 
by registrar Miriam Ford. Officers: Arlene Sie- 
bold, president; Mildred Hill, vice-president; 
Bernice Telken, vice-president; Mary Morris, cor- 
responding secretary; Helen Hern, recording sec- 
retary; Jean Crawford, treasurer. 

Spokane, Washington—Installed September 30 
by Sactiene Jean Ward. Officers: Ann F. Beck- 
man, president; Hazel A. Spencer, vice-president; 


Lucille Wallis, corresponding secretary; Dorothy 
Goetz, recording secretary; Helen R. Largent, 
treasurer. 


Wheeling, West Virginia—Installed October 
10 by registrars Mary foo and Dorothy Mac- 
Phee. Officers: Mary K. Cooper, president; Lu- 
cille Eilerman, vice-president; Elizabeth Renat, 
corresponding secretary; Virginia Bachenheimer, 
recording secretary; June Durst, treasurer. 


Jamestown, New York—Installed October 11 
by registrar Barbara Giboney. Officers: Edna L. 
Carlson, president; Jeanette Anderson, vice-presi- 
dent; Gertrude A. Klein, corresponding secretary; 
Elaine Curtis, recording secretary; Ella M. Bur- 
land, treasurer. 


Santa Rosa, California—Installed October 16 
by registrars Irene Bartholomew and Evelyn 
Moore. Officers: Mrs. Lucile Dinucci, president; 
Alice Johnson, vice-president; Evelyn Antonioli, 
coresponding secretary; Gladys M. Geucke, re- 
cording secretary; Mafalda L. Giusti, treasurer. 


PAGE FOUR 

















































— 
ions 


Ladies Ae 


PICTURE 
PARADE 


_— EE 


a 
Riverside, California, Chapter. 





met 
welc? t: 

eg? right: 

siph Cr Lett to det: 
sili Reva pee 

i Bentle 4 \ane 
reside® * ‘Kay 





' papte® 
Calitorm™ 
F yesno . 











What this country needs is a good five-cent 


nickel. 
—THE POw-POW (Wichita, Kansas) 


Of all the things you wear, your expression is 
the most important. 
—STEEL MEMOS (Gary, Indiana) 


A girl can love a man for his attentions—and 
hate him for his intentions. 
THE BULLETIN (St. Paul, Minnesota) 


His eyes remind one of a bird—they flit from 


limb to limb. 
—VICTORY CHATTER (Waterloo, Iowa) 


You can lead some persons to water—but why 
disappoint them? 
UPTOWN LOWDOWN (Evansville, Indiana) 


A girl doesn’t need to worry about being sup- 
ported if she has a figure that doesn't need sup- 


port. 
—THE SALUTE (Salt Lake City, Utah) 


A lady is a woman who makes it easy for a 
man to be a gentleman. 
—LAKE SHORE BREEZES (Chicago, Illinois) 


The good Lord knew what He was doing when 
He made it difficult to pat ourselves on the back. 
—THE TOMAHAWK (Anderson, Indiana) 


Vision is what people think you have when you 


guess right. 
—cacTus Quotes (Phoenix, Arizona) 


She was only an optician’s daughter—two 
glasses and she made a spectacle of herself. 
—SUNNY SIDELIGHTS (Sioux Falls, South Dakota) 


Women who flirt with butchers are playing for 
big steaks. 


—THUMB PRINTS (Battle Creek, Michigan) 


The best place to find a helping hand is at the 


end of your arm. 
—IDAHO’s TATER (Boise, Idaho) 


A true lover of music is a man who, hearing a 
soprano singing in the bath tub, puts only his ear 


to the keyhole. 
—WHISPERING CEDARS (Pueblo, Colorado) 


I am not afraid of tomorrow, for I have seen 


yesterday and I love today. 
—THE ACORN (Oak Park, Illinois) 


A wolf is a man who devotes the best leers of 
his life to women. 
—THE CABLE CAR (San Francisco, California) 


Best from the Bulletins 


Humiliation is an emotion caused by suddenly 
shrinking to our normal proportions. 
—THE MITTEN (Lansing, Michigan) 


The only bigger fool than the fellow who knows 
it all is the fellow who will argue with him. 
—SAGISEC (Saginaw, Michigan) 


There is no limit to the good we can do if we 
don't care who gets the credit. 
TAKE A LETTER (Richmond, Indiana) 


Some men are like whales—when they reach 
the top they blow. 


—CALLING ALL YANKS (Yankton, South Dakota) 


The hen is immortal—her son will never set. 
THE Lasso (Tulsa, Oklahoma) 


The girl who slaps her boy friend does not want 
to hurt his feelings—but merely stop them. 
—GOPHER CHATTER (Minneapolis, Minnesota) 
Do right and fear no man; don't write and fear 
no woman. 
—THE BULLETIN, (Duluth, Minnesota) 
Some persons are so painfully good that they 
would rather be right than pleasant. 
—THE WAGON WHEEL, (Kansas City, Missouri) 





CHLORINE 
































fra Prat font 
“Hey-y-y! How about coming out of your fog, dream- 


boy, and remembering that I’m wasting the best years 
of my life here waiting to take down your prattle.” 
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ESTHER EVANS 
Northeastern Vice-President 
< Columbus, Ohio 


Esther is a native of Ohio, where she was born 
forty years ago. After graduation from high 
school, she attended Ohio University. Prior to 
her marriage, she taught in the public schools for 
five years. For two years she was engaged in 
public stenographic work. She has been with her 
present employer for eight years as office manager 
and secretary. 


Her hobby is raising flowers, which adorn her 
home just outside the city limits of Columbus, 
where she lives with her husband and 14-year old 
daughter. 

Esther is a charter member and former presi- 
dent of the Columbus chapter, which was organ- 
ized in November of 1945. 





HELEN KANE 


Southeastern Vice-President 
Charleston, West Virginia > 


Helen was born in West Virginia twenty-six 
years ago. After high school and business col- 
lege in heeling, she attended Morris Harvey 
College in Chadian. For the past five years 
she has been secretary to a prominent Charleston 
attorney. 


Her hobbies are writing, aviation, dancing, and 
bowling. She is a student pilot. During the war 
she was active with the AAF'’s Civil Air Patrol 
and was editor of the Mountaineer Flyer, official 
publication of that organization in West Virginia. 
Her husband is attending college in Milwaukee, 
where he is studying engineering. 

Helen is a charter member and former record- 
ing secretary of the Charleston chapter, which 
was organized in April of 1945. 





Esther and Helen were elected by the Board of Directors to succeed Edythe Harrison and Daisy Holladay, re- 
spectively, both of whom were compelled to resign as national offic cause of illness in their families and consequent 
inability to do the traveling incumbent upon a national officer. 
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BETTER SPEECH 


by GrorcE R. TuRNER 


WHAT’S THE GOOD WORD? 


consensus of opinion: Of opinion is entirely re- 
dundant. Consensus means agreement in opinion. 
Say “the consensus of the meeting”, or “the con- 
sensus of the group”. 


ordinary and average: Ordinary means lacking 
in distinguishing characteristics. 5 Rene means a 
medial estimate derived from a comparison (usual- 
ly mathematical). ‘His average grade is 70." Do 
not refer to ‘an average man’, or ‘an average 
town”. Say “an ordinary man’, or “an ordinary 
town”. 

curiosity seekers: This is an impossible combi- 
nation. The seekers may be curious, but they are 
not seeking curiosity; they are seeking to satisfy 
their curiosity. Simply say “curious persons’, or 
“the curious’. 

myself: Not in good use for / or me. ‘Dorothy 
and myself were there’ should be “Dorothy and 
I were there”. ‘He called on Richard and myself” 
should be “He called on Richard and me’. Myself 
is mainly intended for emphasis; for example, ‘I 
myself did it’. 

leave: Such expressions as “He leaves to- 
morrow’, and “I am leaving next week’, are sur- 
vivals of the time when English had only two 
tenses, present and past, and the present was 
used to indicate future time. They are now in- 
correct. Instead, say “He will leave tomorrow’, 
and “I shall be leaving next week”. 


furnish: This word means wok out or equip. 
Too often is it erroneously used for provide or 
supply. A firm does not furnish pencils for its 
stenographers; it supplies them. 


accidently: This is an obsolete form. Spell it 
accidentally, and in pronouncing it be sure to em- 
ploy.all five syllables. 


O or oh: O is used in direct address, when 
someone is called by name or when something is 
personified. ““O Harry,” or “O Death, where is 
thy sting?’ Oh is used for all other constructions. 
“Oh, what a blow.” Oh” is always followed by an 
exclamation point or comma; O is followed by no 
punctuation. 


informed or posted: In such constructions as 
‘He is well posted” or ‘Please keep me posted”, 
the word posted is colloquial for informed. To 
use the word in this sense taints your speech with 
carelessness. Substitute informed. 


kind of a: The article a is superfluous with 
kind of, as “What kind of a house do you have?” 
“What kind of a car do you drive?’ Omit a in 
these sentences. The same rule applies to sort of. 


pleaded: This is the only correct past form of 
the verb plead. The form plead (pronounced 
“pled” ) when used in the past tense is col- 
loquial. 

alibi: Too often misused in the sense of excuse. 
Alibi concerns having been elsewhere than at a 





certain stated place at a certain stated time. Pro- 
viding an alibi means proving one’s whereabouts 
at a stated time. It is obviously incorrect to use 
this word in the sense of excuse, as ‘He always 
had an alibi for his mistakes”. 


if you were me: Here is one of the most com- 
mon errors of grammatical case. It involves the 
old rule that a noun or pronoun following a form 
of the verb be is in the nominative case. There- 
fore, the correct expression is “If you were I”. 


plan on: Here is another instance of superfluity. 
On is not only superfluous but also illogical, be- 
cause the verb plan means to form a plan or to 
form in design. Say ‘We planned leaving early”, 
not “We planned on leaving early”. 


provided and providing: Too often is providing 
misused for the conjunction provided, which in- 
troduces a condition or stipulation. Correct: Pro- 
vided (not providing) the members will cooperate. 
I shall accept the appointment. 


less and fewer: Too often is this word confused 
with fewer. Less refers to quantity, fewer to num- 
ber. It is incorrect to say ‘She has less points in 
her ration book than I”; say “She has fewer 
points in her ration book than I’. Correct: “less 
gasoline,” “less coffee;’’ but “fewer pounds,” 
“fewer cans”. 


HOW DO YOU PRONOUNCE IT? * 


babel: bay’bl, not bab’'l. 

bisect: by-sekt’, not by’sekt. 

canape: kah-nah-pay’, not kan’ah-pee. 
carte blanche: kahrt blansh’, not blanch. 
chiropodist: ky-rop’oh-dist, not shih-rop’oh-dist 
clientele: kly-en-tel’, not kly-en-teel’. 
coupon: koo’pon, not kew’pon. 

dacshund: dahks’hoond, not dash’hund. 
diabetes: dy-ah-bee’teez, not dy-ah-bee’tihs. 
diva: dee’vah, not dy’vah. 

domicile: dom’ih-sil, not dom’ih-sy]l. 
eczema: ek’zee-mah, not ek-zee’mah. 
exquisite: eks’kwih-zit, not eks-kwi'zit. 
faux pas: foe pah’, not foe’pah. 

fraulein: froy’lyn, not fro’leen. 

gala: gay’lah, not ga’lah. 

gondola: gon’doe-lah, not gon-doe’lah. 


* KEY 


A long (as in fate)—ay O long (as in note)—oh, oe 
short (as in fat)—a short (as in not)—o 
(as in fall) —aw U long (as in cufe)—ew 
broad (as in far)—ah (as in rule)—oo 
short (as in mud)—uh 

Y final (as in very)—i 

G soft (as in age)—j 

TH soft (as in father)—th 

N nasal (as in doing)—n 
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E long (as in beet}—ee 
short (as in bet)—eh 
I long (as in bife)—y 
short (as in  bit)—ih 
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THE LETTER CLINIC 


by Aine E. Hower 


ADJUSTMENT LETTERS 


When a customer sends in a complaint, what 
does he want? Apology? Regret? Emotion? 


He wants action. He wants the situation cor- 
rected. 


An earnest young correspondent in a large 
eastern company caught the idea perfectly when 
he revised a letter he had written to a firm in 
Texas. Here are the original and the revision. 
Notice the difference in the effect: 


ORIGINAL—-85 WORDS 


We were very sorry to learn from your letter of 
February 21 that you did not receive the advertis- 
ing mats for goods recently shipped to you. Ac- 
cording to our records we sent the mats and they 
have evidently gone astray in the mail. We are 
sending mats’to you today by parcel post. 


Regarding the tray shipment, we are enclosing 
credit, amount $2.20, which will cover the amount 
to you on invoice No. N31840. 


We are very sorry for any inconvenience this 
may have caused you. 


REVISION—72 WORDS 


We are rushing today the advertising mats for 
the goods shipped to you. Our records indicate 
that mats were previously shipped, but they have 
evidently gone astray in the mail. 


Regarding the tray shipment, we are enclosing 
credit, amount $2.20, which will cover the amount 
due on invoice No. N31840. 


Thank you for the complete information given 
in your letter which, we hope, has enabled us to 
straighten the matter out for you. 

TEN POINTS FOR WRITING ADJUSTMENT LETTERS 

1. Be prompt. 

2. Sympathize with the position of the reader. 

3. Be willing to admit mistakes. 

3. Never lose your temper. 

5. Be natural, friendly, pleasant, but avoid any 
light, clever, or humorous phraseology which may 
give a “don't care’ impression. © 

6. Be fair, to the customer, to the company, and 
to yourself. 

7. Be liberal, within reason. 

8. Avoid misunderstandings. 


9. Put your decision into your opening sentence, 
provided it is pleasing to the reader. Use the in- 
ductive (leading in) method when you cannot 
make the adjustment the reader asks. 


10. Sell the reader again. 


PAGE NINE 


A woman who had been buying $1,000 worth 
of goods a month from a department store re- 
turned a number of expensive articles with a little 
note, ‘Take this stuff back. It isn’t satisfactory. 
Credit my account, and don't write me any letters 
about it.” 


APPROVE HER GOOD POINTS 


The correspondent started to give in to disgust 
at the woman's unreasonableness, but decided to 
use approval of her good points instead. 


Here’s the successful result: 


The towels, cloths, and mats you recently returned 
have been carefully examined. More than ordinary at- 
tention has been given the problem, as we know you 
selected the gift ihe a definite purpose and with dis- 
criminating taste. There are no towels on the market 
today that are comparable to yours in smartness and 
style. 


The difficulty you have had is one peculiar to highly 
colored toweling material when a small part of ex- 
cess dye “bleeds” into the lighter color. One washing 
frees the excess dye and further difficulty is eliminated. 


We have had the articles carefully laundered and 
are returning them to you. We believe you will agree 
with us that they are perfect and will receive the 
satisfaction you expected from both their appearance 
and serviceability. 


Thank you for sending them to us as we are always 
interested in having our customers entirely pleased 
with every purchase. 


See how that letter follows the 10 points: 


Fortunately, the extremely unhappy letters of 
complaint are few and far between. On one oc- 
casion I asked the mailing department of one of 
our ig customers to save all the complaints that 
would come in the next day. There weren't any! 
It took 10 days to get a nice, juicy complaint, but 
it was really “good”. It threatened loss of business 
and harmful publicity. The official who answered 
it, completely unruffled in his poise, was able to 
keep the business and settle the complaint with 
just four short, well-phrased paragraphs. 


The opening of an adjustment letter is the vital 
spot. Remember that when you give the reader 
what he asks, you put the good news first, ‘““We 
are glad to enclose a credit memorandum for $5.60, 
etc.” When you cannot comply with the reader's 
request, use the leading-in method. Reassure him, 
sympathize with his position, commend his pa- 
tience, or in some way show a friendly attitude; 
for example, “After checking up on your order 
for two play yards, we can appreciate how you 
feel about the way this order was handled.” 


In the relationship of every firm with its cus- 
tomers, there come times when conditions seem to 
get a little out of bounds. Remember to make 
every adjustment letter a sales letter! 





PERSONALITY DEVELOPMENT 


by H. Rosinson SuHIPHErD, Pu.D.,Litt.D. 


SINCERITY 


Do you really mean what you say and do? And 
has your manner a convincing effect that per- 
suades others of your genuineness? But the first 
question is the important one; for if you are 
sincere, you are likely to seem so. Insincerity is 
hard to hide; but—fortunately—so is sincerity. 

If you are sincere, you find it hard to lie; even. 
perhaps, to mimic, or to act a part; hard to be 
anything or anyone but your unadulterated self. 
These limitations may sometimes be inconvenient; 
but, happy day! there are compensations! For you 
are the kind of person people depend on, and tie 
to, in a fluid and unstable world. When smiling 
but selfish acquaintances pass us up, with a casual 
“Nice to have known you”, and false friends 
side-step and slip out of sight, we turn in our 
distraction to you, exclaiming, “Thank the good 
Lord for you, Betty; you're always the same, and 
always true blue”’. 

For if you refuse to lie to us when we might 
like you to, you will not lie to us when we must 
have the truth. We know we can depend on you 
for the truth as you know it, under all circum- 
‘stances; and this dependability of yours is the 
most precious thing, perhaps, that you can give 
us. For your deep and abiding love for the truth, 
and instinct for it, means that you yourself draw 
truth from others. You won't lie to us, and we 
find it hard to lie to you. You sense untruth in 
others, and discard it; you equally sense the 
truth in others, and attract their own sincerity. 
Therefore the truth “as you know it” is most 
likely to be the truth as we need it, and as we 
know we can get it from you. And “truth is 
mighty, and will prevail.’ You see, then, don't 
you, what a precious gift is this that you give us. 
when you give us this privilege of depending on 
you for the truth? 

Let's remember, of course, that we don’t often 
have to be so sincere that it hurts—other people. 
This would be to throw tactfulness and gracious- 
ness and all their like into the discard. There are 
unhappy people who are “brutally frank’’, and 
who seem to take a wry and (they hope) virtuous 
pleasure in being so. We may suspect that they 
are more concerned to be brutal than to be simnlv 
frank. No; the persons whose finely-rounded 
personality we envy and emulate always seem to 
know how to make their sincerity kind and win- 
some as well as honest. 


* * * 


You may sometimes feel that your fine sin- 
cerity is only a mannerism. Don't believe that. 
It has to be more. It is an outward manner of an 
inward truthfulness. The inner sincerity express- 
es itself outwardly in this attitude of convincing- 
ness. You may say, then, that your sincerity is 
something more complete, even than Honorable- 
ness: for it is that plus the surface shining-through. 
It is like a pitcher of purest crystal, through 
which the gleaming fluid within glows and sparkles 
exactly as it is. Thus your eyes, and your words, 


and your face, and your carriage, and your walk—- 
everything about you, in repose and in movement, 
tell the same story of sincerity and truthfulness. 
You are ‘crystal-clear’, we say in tribute and in 
affectionate admiration. 

Of course this does not mean that you wear 
your heart on your sleeve, for every wayfaring 
fool or busybody to read. But you are sincere 
even with them. You remind them quietly that 
you have reserves to which they are not admitted; 
and they, acknowledging and respecting your firm 
sincerity, know you mean what you say, and move 
on. Your “no” means no, and your “yes” means 
yes. If you don’t know, you say that. (How many 
of us foolish ones hate to admit any ignorance! ) 
And in all situations, easy or difficult, your con- 
science is as calm and untroubled as an evening 
lake. 

Don't think, therefore, O fortunate and happy, 
that the good you do is only for others. Far from 
it. That conscience of yours is the best com- 
panion you can ever have. And it is the closest 
companion you will ever know. You are blest be- 
yond all telling, because you will never need to 
wish you could escape it! 


* * * 


1. Start Collecting Your Word Treasures.— 
Start now giving yourself the peculiar pleasure of 
accumulating a store of the fine words that suq- 
gest this quality of sincerity—large, untaxable 
dividends: 
genuine, genuineness 
dependable, dependability 
truthful, truth-telling, 

truthfulness 
unaffected, unaffectedness 
upright, uprightness veracious, veracity 
faithful, faithfulness transparent, transparency 

2. Write about Sincere People-——Take a few 
minutes every day to write statements about people 
who are attractively and graciously sincere: 

“She never told all she knew; but what she did say we 

knew we could depend on.” 

3. Read The Song of Bernadette—This re- 
markable story of a French village girl, by Franz 
Werfel, is notable for its portrait of a schoolgirl 
who could not for the life of her be untrue or 
insincere. No man or woman was ever able te 
put an inaccuracy into her mouth or her mind. 

4. Your Other Reading—The crystal claritv 
of Joan of Arc, as Mark Twain reveals her, is 
also a notable trait in that other French village 
girl. It was not that she was ignorant, or un- 
sophisticated; merely that she was instinctively 
truthful and sincere. 

5. Your Letters—Here is where your sin- 
cerity can really “go to town’’. (It doesn't concern 
writing “Dear Sir’ to a person you don’t like— 
that is no more than a conventional form.) You 
can be so carefully, meticulously, scrupulously sin- 
cere in what you promise or offer, and in the 
way you offer it, that your genuineness will con- 
vince the most cynical. This, too, comes from the 
real thing—within: that’s why it’s convincing. 
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honest, honesty 
frank, frankness 
integrity 

trusted, trustworthy 
candor, candid 

























FINE RAG STATIONERY 


Designed Especially Jor 


NSA 


Made of highest quality ENVELOPES TINTED 
100% RAG PAPER inside to match sheets 
IN LUSCIOUS BON BON COLORS NSA CREST IN GOLD 


Dainty feminine note size 


60 sheets 30 envelopes 


50 
$] postpaid 


$1.53 in Missouri 


Send check or money order with your order 


National Secretaries Association 
1005 Grand Avenue 
Kansas City, Missouri 














Cities in Which 


NSA CHAPTERS 


Have Been Gormed 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 
Ft. Wayne, Indiana 
Davenport, lowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansville, Indiana 
Denver, Colorado 
Cedar Rapids, Iowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 
East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, Iowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 
Butte, Montana 
Clinton, Iowa 
Evanston, Illinois 
Saginaw, Michigan 
Alexandria, Louisiana 
Paducah, Kentucky 
Lansing, Michigan 
Cleveland, Ohio 
Portland, Oregon 

St. Paul, Minnesota 
Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo. Colorado 
Reno, Nevada 
Jamestown, Ohio 


Des Moines, lowa 
Ventura, California 

Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Lincoln, Nebraska 

Miami, Florida 
Chattanooga, Tennessee 
Bartlesville, Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta. Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana. U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield. California 
Kalamazoo, Michigan 
Manhattan, Kansas 
Joliet, Illinois 

Kokomo, Indiana 

Alton, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 
Oak Park, Illinois 

Battle Creek, Michigan 
Mason City, Iowa 

Fargo, North Dakota 
Flint, Michigan 
Kankakee, Illinois 
Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Spokane, Washington 
Wheeling, West Virginia 


Santa Rosa, California 


Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, Iowa 

Terre Haute, Indiana 
Peoria, Illinois 
Burlington, lowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
Hannibal, Missouri 
South Bend, Indiana 
San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Gary, Indiana 

Jackson, Michigan 
Oakland, California 
Bay City, Michigan 
Washington, D. C. 
Grand Rapids, Michigan 
Aurora, Illinois 
Stockton, California 
Tucson, Arizona 

Duluth, Minnesota 
Raleigh, North Carolina 
Phoenix, Arizona 

San Jose, California 
Winston-Salem, N. Carolina 
Erie, Pennsylvania 
Buffalo, New York 

Ann Arbor, Michigan 
Vallejo, California 
Muskegon, Michigan 
Asheville, North Carolina 
Akron, Ohio 

Pittsburgh, Pennsylvania 
Youngstown, Ohio 
Harrisburg, Pennsylvania 
Los Angeles, California 
Cincinnati, Ohio 














